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PROGRAM MANAGER
(Asociate Regiond Director, Office of Adult Services)
GS-0340-14

I. INTRODUCTION

This pogtion is located in the Office of Adult Services within an Affiliate Regiond Office of the United
States Department of Labor (DOL), Employment and Training Adminigtration (ETA). The full Regiond
Office comprises a Hub and an Affiliate established to manage and direct al workforce development
activity throughout a multi-state ETA geographic area for which the Office isrespongble. The
Asociate Regiona Director @) provides leadership, manages, and directs the work of the Adult Office
throughout the Affiliate; b) serves as the chief spokesperson and focd point for broad Affiliate-wide
workforce development system activities, policy, and issues within the scope of respongibility of the
Office in that areg; ¢) brings together the taff resources of the Affiliate to facilitate the exchange of
information; and d) coordinates the resolution of issues, and implementation of action plans as
gopropriate, ensuring that dl Affiliate efforts are strategicaly digned in furtherance of developing an
effective workforce development system that benefits America s workers and employers.

I1. PRINCIPAL DUTIES AND RESPONSIBILITIES

Serves as Affiliate advocate, spokesperson and foca point for ETA’s Adult product line providing
comprehensve workforce development services and providing Affiliate leadership and direction of
ETA funded adult employment and training programs.

Advises and provides program related information to the Associate Regiond Adminidrator (ARA),
Regiond Director, Nationad Program Adminigirator, and other ETA executive saff on Strategic
planning, policy, program operation and performance accountability for the development and
adminidgration of the Affiliate’ s contribution to a nationa workforce investment sysem. Manages and
directs Affiliate programsfor the ARA. Workswith ATEL S and other Offices to collaborate with
employers and labor and Federd, State and loca workforce partners to create a comprehensive and
integrated workforce investment system.

Strategicaly manages resources throughout the Affiliate in order to ensure high performance, greater
accountability, quality service, and customer satisfaction.

Brings the voice of customers, stakeholders, and partnersinto the organization. Incorporates customer
feedback into god setting and operationa outcomes. Promotes and |eads organizationa change,
leveraging itsimpact. Ensuresthat dl interested parties are kept informed about key activities and
developments.

Promotes and supports a commitment to a team approach to work. Evaluates and measures the quality
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of products and services. Applies Sate-of-the-art technologies to generate new ideas and solve
problems. Supports empowerment as an organizationa principle and objective. Manages and resolves
conflicts, resstance and disagreements in a constructive manne.

Crestes an environment which is conducive to associates thinking and resolving problems creatively.
Assesses the talents and capabilities of associates. Promotes an environment which encourages
confidence in making sound and well-informed decisions. Provides candid and timely feedback to
associates on how their actions contribute to the achievement of organizational goas and objectives.
Creates an environment that respectsindividua and culturd differences and supports coaching and
mentoring of associates and subordinates. Demondtrates fairness and equity in recognizing associates
for developing and implementing successful process improvements, distributing awards and
commendations fairly and resources and opportunities for professona development equitably. Fosters
and encourages diversity in the workplace.

Provides information about program/system products and the impact on government and society.
Nurtures the interrel ationship between Affiliate and Regiond and Nationd Office programs/ systems
with other Federd/State employment, training, and/or income maintenance programs.

1. UNIQUE POSITION RESPONSIBILITIES
The Director-Adult Programs has two primary responsbilities:

Firg and foremog, isto direct, lead, and support the unit Saff in its efforts to guide, direct, and
oversee dl ETA funded Adult programs operated by stateflocal grantees and their network of
service providers in the geographic area for which the Affiliate has respongbility. Thisincludes:
WIA Title! and I11 programs for didocated workers and low income and other adults, Welfare
to Work; TAA; and NAFTAA/TAA. Such leadership will support agency policy, priorities
and initigtives. In doing S0 the incumbent is to provide leadership internaly and externdly, build
partnerships externa to ETA (in the Federd establishment and at the State/local leve), provide
T/A, ensure performance accountability and continuous improvement, and direct program
management activities. The incumbent also directs, leads, and supports unit staff in their efforts
to do likewise and creates an environment conducive to their doing so.

Secondly, the incumbent is to collaborate, coordinate, and work jointly and cooperatively with
the Directors of ATELS, Workforce Security, Y outh programs, and OAS in office-wide
planning, programming, and other srategies, activities, and initiatives. The incumbent also seeks
support of those other officesto carry out these functions. In thisway the State/local grantees
will be presented with a comprehensive coordinated integrated system to which they can rdate
as they work to implement their system and their network of programs at the State/locd levels.
As above, the incumbent is expected to do this himsdlf/hersalf and create and nurture an
environment so that al staff in the unit do likewise,
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The incumbent is directly respongble to the ARA for the Affiliate in which (Sheislocated. Inan
Affiliate with multiple adult units, the incumbent is expected to rdate to his’her peer Director in the other
regiond city on an ongoing bass. Thisrelationship is designed to foster a coordinated strategy for adult
programming across the entire Region.

V. FACTORS
Factor 1 — Program Scope and Effect

Scope: Oversees, manages and directs the Affiliate, including Affiliate assets operating throughout the
multi-state area for which the Affiliate isresponsible. The services provided directly and significantly
impact other functions and activities throughout ETA and/or asmal population of vigtors or customers.

Effect: The work directly involves and sgnificantly impacts the operating program activities of the
Affiliate as aresponsve, customer-service driven segment of a Region which promotes State and local
buy-in of ETA programs and ensures their implementation throughout the area of influence and scope of
responsbility. Coordinates Affiliate activities with other Offices and other ETA organizations to assure
aseamless implementation of ETA initiatives and the overal accomplishment of the ETA Misson.

Factor 2 — Organizationd Setting

The Associate Regiond Director reports to the Regional Director and the Associate Regiond
Adminigtrator who provides guidance in terms of broad, generd policy direction, Srategic gods, and
resources avalable to carry out the Affiliate' sbusiness. The Associate Regiona Director independently
plans and carries out the organization’ s business functions throughout the Affiliate' s areas of
respongbility. The ARA isavailadle for consultation where arisng Stuations impact agency policy.
Work isreviewed in terms of program success and accomplishment of goas and objectives. This
position reports one level benegth the first SES member in the supervisory chain.

Factor 3— Supervisory and Managerid Authority Exercised

The Asociate Regiond Director directs the operation and administration of Adult Servicesin the
Affiliate. Theincumbent directs the development and justification from program funding and staff
resources available to effectively carry out program misson and functions. The Associate Regiond
Director adminigters the programs through subordinate supervisors and team leaders. The incumbent
establishes program policies, goads and objectives, criticd priorities, and procedures governing
organizationa operations and relationships with other Federd agencies, States, employers, and the
generd public.

This position accomplishes work through the technica and adminigrative direction of others. Oversees
the overdl planning, direction, and timely execution of ETA programs and initiatives throughout the
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Affiliate, including development, assgnment and higher level clearance of gods and objectivesfor
supervisors of subordinate organizationd units.

Incumbent exercises find authority for the full range of personnd actions and organization design
proposals recommended by subordinate supervisors, except in those few instances where the decison
would exceed delegated authority.

Factor 4 — Personal Contacts

Subfactor 4A — Nature of Contacts

Interacts with other nationa and regiona Office Directors within the organization, officids at dl levels
within ETA and DOL, officids of other Federa agencies, Congressond staffers, and State, locd and
interest group leaders to share information and learn their viewpoints about trends which may affect
program-related operations. Contacts may include meetings, briefings, and presentations, are
sometimes unplanned, and may require extemporaneous response to unexpected or hogtile questioning.
Committee, panel, board, and briefing respongbilities often require extensive preparation by the
incumbent and subordinates to afford an acceptable technicd familiarity with ahighly complex and
gpeciadized subject matter.

Subfactor 4B — Purpose of Contacts

Supervisory contacts are to influence State and loca governments to buy into and comply with ETA
programs and initiatives and persuade union and employer officias to become and remain active
participants and partners in those programs and initiatives. At any given time one or more of the
diverse array of customers, stakeholders, congtituents, and partners may view ETA programs and
initiatives as presenting sgnificant organizationa or philosophica conflictsto their own interests, or
advancing objectives which are in competition with their own. Highly developed communications,
negotiations, conflict resolution, and leadership skills are essentid to effective interpersond relationships
encountered by the incumbent.

Factor 5 — Difficulty of Typicd Work Directed

The highest grade which best characterizes the nature of the basic non-supervisory work of the
organization, and which congtitutes 50% or more of the workload of the organization is GS-13.

Factor 6 — Other Conditions
Manages those ETA programs and initiatives for which the Affiliate is responsgible through subordinate

supervisors or team leaders, each of whom directs substantial workloads comparable to the GS-13
level. Asauresthat subordinate supervisors provide supervison and oversight, involving sgnificant and
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extensive coordination and integration of the number of important projects and program segmentsin
their areas of respongbility and expertise.

V. OTHER SIGNIFICANT FACTS

The Associate Regiond Director will be required to travel by any means of government or public
transportation to meetings, conferences, and activities el sewhere in the United States, its
commonwedths, territories, and possessons. Occasiond internationa travel may aso be required by
particular programs or assgnments.



